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Teachers and Instructors (School Level Program Approval Report) 

Log into DEP (see Getting Started instructions) and click on Enter School Data (on the right). 

Click on the Edit button in the Action column to the right of your school. 

 

Click on the Edit button in the Action column to the right of the Driver Education Teachers/Instructors form. 

The instructions are at the top of the page, and you will scroll down to the area with the buttons that will allow you to enter information and 

then submit the report. 



2 

 

 

If DEP has not been used to enter the Teachers/Instructors information before, the screen will appear as shown below.  In future years, 

information you have entered the first year is carried forward and displayed the next year so it can be edited.  (New teachers and instructors will 

be added; teachers and instructors no longer teaching will be deleted.) 



3 

 

 

Do not submit a blank submission. 
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Click on the Add Teacher/Instructor button and enter one teacher or instructor at a time.  Do not click the “Submit to School Division” button 

until you are sure all teachers and instructors have been entered.  (Division level staff can make changes until they submit the Division Level 

Report to DOE.  Then it is necessary to contact DOE to open the submission window.) 

The top section of the report is shown below.  You’ll need to scroll down to complete all the information that is required. 

First select the type: teacher or paraprofessional.  Names and driver license numbers are required for both.  For teachers you must select the 

type of instruction they provide and then complete the information immediately below the Driver License number field.  For paraprofessionals, 

“in-car only” is displayed and the information in the paraprofessionals area. 
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If Teacher/Instructor Type selected is “Teacher,” you will not be able to enter information in the Paraprofessionals Only section.  If the type is 

“paraprofessional,” you will not be able to enter information in the “Teachers ONLY area.” 

Scroll to the bottom of the page. 
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Click the “Save” button.  You’ll be brought back to the screen where you can enter additional teachers and instructors or submit the form.  The 

top part of the screen shows that data has been saved successfully.  Scroll down to the bottom section of the page. 
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The information you entered is displayed on the list above the buttons and certification statement.   

Continue adding teachers and instructors until all are displayed correctly (see above). 

Then click “Submit to School Division.” 

The screen will show that the data has been submitted successfully, and ask you to open or save the report which must be printed, signed by the 

principal, signed by the division superintendent, and mailed to DOE by September 30. 
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If you click open, the report appears with all the information you have entered. 
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Ensure it is correct.  Notify the division level contact if the form must be corrected.  Otherwise, print the report and follow the instructions on 

the form.  You can close the report on the screen by clicking on the x in the top right. 

If you are working at the division level, the screen will appear as shown on the next page.  Otherwise, both buttons will be grayed out.   

Log out or click on “Enter School Data” if you need to complete another report.   
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If you fail print the report immediately after you submit it, click on the Reports button to see the list of reports available to you.  The Driver 

Education Program Approval report will be on your list. 

 

 


